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Per Host (center) recording a Choco Indian flutist in the house of Choco Indian
medicine man Gajego (left), for the Archive of Folk Culture; the upper Sambu River,
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Introduction

The American Folkhife Center’s Archive of Folk Culture at the Library of
Congress houses one of the largest collections of ethnographic docimenta-
tion in the world, protects these materials for the use of future generations,
and makes thenmavailable torescarchers interested in the study of culture, Tis
holdings encoripass all aspects of folk music. dance, narrative, arts, and
material culture of all nations,

Ethnographic collections are multi-format, unpublished, created works
that document cultural groups. Such collections may be hroad or narrow in
scope, and karge orsmall in size. Coltections currentlyv in the Archive of Folk
Culture nuan consist of a few recordings, such as the John Gregory Bourke
Collection of nine wax ovlinder recordings of Mexican music made in 1893,
or hnndreds of recordings and thousands of photographs such as the
Pinclands Folklile Projectundertaken by the Folklife Centerin T983, But all
the collections there docuament ereative aspects of oraditional folk culuure,

Olten collectors orothers (including the Libranvol Congress) drawon the
material in the Archive of Folk Culture 1o create published works, but the
collections themisebhes remain nupublished, Collections occasionally in-
chude coprighted material, but are not usually copyrighted  « a whole.
Nevertheless the American Folklife Center regards ethnographic collections
as created works, Collectors make dedisions about the scope. content, and
arrangementol theirmaterial thatare respected when the American Folklife
Center takes charge of it More than just the fickdnotes, recordings, and
photographis should be preserved. The Center atempts to maintain the
original. creative intent ot the collector in the organization and presentation
ol the collection,

Ivorare the compiler o1 caretaker of a collection with material pertain-
ing o folklile, cthnomusicology. anthnopology, cultural histony, or
sociolingnistics, vou may wish 1o place vour collection in the American
Folklife Center’s Archive of Folk Calture, By contribating o this national
repository, vou will make vour collection available for students, researchers,
cducators, and the people of the caltural group voustedied. Your coltection
will hecome partotanatonal legacy i thering rescarchy on cultral groups
and preserving and sometimes helping to restore cultural hevitaze, I vour
collection materials are fragile, vou will provide for their care and salekeep-
ng.

This booklet provides o« practical gnide [or those interested in contribut-
ing material to the Archive of Folk Caltare, Teexplains the legal implications
ol giving a collection to the Library of Congress and describes how to
organize. labell and doconent the material betore wanster. Icalso includes
advice on how collectors can protect ethnographic materials in their own
heeping. o store them prior to sending them to the Library of Congess,




Placing a collection in an archive requires care and forethought. The
contributor must choose a repository appropriate to the contents of the
collection and the best of several possible methods of placing it there. The
next section will provide information that will help vou consider whether

vour collection might be appropriately placed among those in the Archive of
Folk Culture.
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When I was learning how to process the collections in the Archive of Folk
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and realized that it had the potential 1o become the guide for contributors
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Recording equipment transported by John and Alan Lomax in the trunk of their car
when they went on collecting expeditions in the 1930s. Both father and son served as
head of the Archive of Folk Culture,

The Archive of Folk Culture

The Archive of Folk Culture was areated in 128 as the Archive of American
Folk-Song. Housed in the Music Division of the Libranv of Congress, its
original purpose was to establish a national collection of documentary
manuscripts and sound recordings of Amervican folksong. International
materialswere acquiredatmostfrom the beginning. however, and in 1955 the
name was changed to Archive of Folk Song.

Over the vears the collection grew to include material on all aspects of
folklore in all tvpes of media (inchuding mamiscripts, photographs, video-
tapes, film, and recordings). In 1976, Congress established the American
Folklife Center "to preserve and present American lolklife™ and placed itat
the Library of Congress. The Avchive of Folk Song became part of the
American Folklife Center two vears Jater, and in 1981 its name was change
to Archive of Folk Culture.

Today the Archive contains well over one mitlion items in over two
thousand separate collections. Atleast 23 percentof the holdings come from
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abroad. while over 20 percent document non-English-language traditionsin
the United States. For instance, the Archive houses the carliest sound
recordings of the now-extinet Ona and Yahgan peoples of Tierra del Fuego
in South America (Charles Wellington Furlong Collection). The diverse
collections include folklore, folklife, sociolinguistic, anthropological, and
cthnomusicological maierials,

The collections in the Archive of Folk Culture are used in various wavs:
The Chitimacha of Louisiana have used recordings in the Archive to recover
samples of their language (Morris Swadesh Collection). Collections ot carly
African-American music recordings, suchas the Jellv Rott Morton Collection,
document the musical traditions that gave rise to jazz and rock and rolband
have been used to trace the change and development of these traditgonal
forms. In addinon, the collections of important rescarchers provide a
historical record of their particular contributions to their ficlds. The Harold
C.. Gouklin Philippines Collection, for example, documents the work of the
theorist who developed cognitive anthropology.,

Pescarchers studving peoples, custons, and languages use the Archive
collc ons as source material in their research or as a foundation for
licldwork of their own. The Archive plaved a prominent rele in the vevival of
interest in folk music that began in the Tate thirties and peaked during the
sinties. Performers and artists continue to find material that inspires their
work and provides acsthetic ties to carlier artists and traditional stvles. For

evaniple. actor St Waterston used the Archive’s collections of early dialect
recordings 1o develop a nineteenth-century Kentueky accent for his televi-
sion portraval of Abraham Lincoln. Producers of radio, television, and
motion pictures make use of the collections in their productions, Recordings
{rom the Folklife Center's Ialian-Americans in the West Project Collection,
for instance, were plaved in a radio broadcast by the Voice of Amwerica.
The American Folklite Center provides access to its collections through

reference copies of recordings. visual materials, and manuseripts, available in
the lFolklife Reading Room, Visitors may also listen by appointment to
archival copies (thatis. originals or preservation duplicates) of'both field and
commerdial sound recordings in the Libranv's Performing Arts Reading
Roomnt.

Duplicates of collection materials are often requested by researchers,
While permitting public access to virtually all of the materals in the Archive
of Falk Culture, the American Folklife Ceater endeavors to protect the
proprictary interests of collectors and performers. As a federal institution,
the Library of Congress has no proprictary interests inits own collections,
excepting in those conpiled by federal emplovees as part of their duties.
Performers owar the rights to their performances, regardless of whether tha
performance is published or copyrighted. and coliections as whole works are
the creations of the collectors who conpiled them, The Center's poliey
dictates that duplicates of collection nmaterials, unlessrestricted by the donor,




may be purchased by a rescarcher lor private use after an appropriate form
is completed. Rescarchers who wish 1o copy materials for publication,
however, st obtain letters of permission from performers (or theirheirs or
other interested parties and sometimes {rom collectors.

Usually, field collections mav be copied for broadeast or museum use
providing the wser gives credit to the "Archive of Folk Culture in the
American Folklife Center at the Library of Congress” and the appropriate
collectors, performers, and institutions of origin (if other than the Library of
Congress). Again, letters of permission mav be necessary.

il necessary, collectors mayv choose to impose additional conartions on
their collections. But the Archive of Folk Culiire is a2 public repository

dedicated to serving researchers. Collections with materials requiring nar-
rowly restricted access mav be referred 1o other reposttories. Inall cases, the
Center hopesto reach an agreement with contributors that witl both protect
the rights of those involved in creating the collection and provide reasonable
access 1o those studving or presenting the materials,

It sawcdecide to place vour cottection i the Archive ol Folk Culure, you
should contact the American Folklife Center, Acquisitions Unit, Library of
Congress, Washington, D.C. 20540-8100, phone: (202) 707-1725: fax: (202)
707-2076. A member of the acquisitions swalf will help vour o determine
w :ether the Archive is the apprepriate repository, U the material does not
match the Center's collecting needs and policies, the staft member may be
able to refer vou to a more appropriate repository, particularly when the
collection has a tocal or regional orientation.

Ollers of collections should be made in writing, even if the initial contact
is made in person or by phone. You will be asked to complete a *Potential
Acquisition Data Sheet™ o provide imporant information about vour
colfection (see Appendix, page 26), You should also consider what type of
contribution vou wish to make, and the following section is provided to help
vou make that decision,




B Items from the Literatura de Cordel Brazilian Chapbook Collec-
tion (AFC 1970/002) ready for processing. To date, approxi-
- mately five thousand chapbooks have been collected for the
- Library of Congress by its Rio de Janeiro office.

- Types of Contributions

I'he American Folklite Center acquires colfectic s by several means: gift,
g exchange, loan for duplication, purchase, ransfer, and copyright deposit.
Uhe acquisitions staft can help vou to decide which contribution category is
%] maost sitttable torsour collection. Your needs foraceess to the materials, tax
considerations, and the condition and valne ot the material should alt be
tahen imto accomnt,

Gift: N\ gittis an uncompensated donation of material, Gifts (o the Libran
of matertals thatare not the otiginal ereations of the donor ave generaliviax
deductible. Phe Librarv, however, does not provide evaluations of donated
materials, o advice concerning tax regulations. Donors should seck the

advice of theit own tas coundil,
13
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Exchange: This method applies principally to collections containing sound
or visual recordings. Two kinds of exchanges are possible. Archives,
libravies, and other institutions wishing to increase their holdings may
exchange copies of their collections for copies of materials in the Archive of
Folk Culture. The sccond type of exchange is for individuals who want to
contribute their colleetions but need o retain copies of the material for their

_ own use. Such donors may give original recordings to the Archive in
— " exchange for copics.

e Duplicates of vecordings made for exchange are of high quality and may
serve as a substitute for the original. An exchange provides a copy for the
donor’s reference use and protective storage at the Library of Congress for
the original collection. Because the Library must pay for duplication services,
exchange agreements may depend on the availability of duplication funds.
Because an exchange copy is considered “compensation” by the IRS, ex-

clianges are not tax deductible.

Loan for duplication: This method also applics primarily to coliections
containing sound or visual recordings. If vou wish to retain the original
recordings in a collection, vou may lend them to the Center, The recordings
will be duplicated and returned to vou. As with exchanges, the process af
making exchange copies requires time and funding. How quickly a loaned
collection is copied depends on its size, its condition and asrangement, the
availability of processing staff, and the prior obligations of the Libraiy’s
Recording Laboratory. For tax purposes a toan is not considered tax deduct-

ible.

Purchase: Occasionalhy, the Center purchases collections offered for sale i

the material is of particular importance and other means of acquisition are
not available, The funds for such purchases, however, are extremely Himited.

Transter: The Centeracceptsappropriate collections transferred fromothey
federal agencies,

Copyright deposit: This arrangement onlv applies to those planning to
copvright folklore-related material, When material is sent to the Librarv of
Congress Copyright Office in fulfiliment of copyright registration deposit
requirements, itis sometimes transferred to a special collection such as the
Archive of Folk Culure. Since the Archive consists primarily ol unpublished
materials rather than the fnished, edited products athors or performers
might wish to copyvright, copvright deposit is primarily a means of adding
publications to the Folklife Reading Room and to the Librany™s general
collections, In special cases, however, copyrighted collections of folklore
material mav be acquired in thisway,

14
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Archivist Stephanie Hall examines recordings in the Paradise Valley (Nevada)
Folklife Projeci Collection (AFC 1991 /021 )in the climatc-controlied storage arca for
Folk Archive materials. Acid-free card-{ilc boxes contain audio cassettes; reel-to-reel
tape boxes are numbered and stored vertically.

Preparing a Collection for the
Archive of Folk Culture

Oncevouand the Library have agreed that vour collection should be placed
in the Archive of Folk Culire and the terms of nanslerving the coledtion
have been determined, vou ntst prepare the collection for transter. (In some
cases, vour willingness to carrv out certain procedures may he a prerequisite
of acceptance by the Libran But the following reconmsaendations for
arganizing and Labeling will also facilitate the care and use of collections vor
keeproursell or offer 1o other repositories,

Arranging, stoting, and presenting mixed-iormat collections o researc h-
ers i comprehensible wav poses special problems lor archives. The
Center’s abilin to mamitain a0 collecttion ina manner that rellects the




collectors intentand experience depends Largely on the care with shicle the
collector has assembled and tdentified it For example, the information
needed toidentify the subjects of photographs or the voices of participants
on sound recordings must be written down or the unidentified photographs

and recordings will never be useful o researchers. Over tme. information

omitted betore accollectiont is transmitted to the Library will become impos-

' sible to recover. Contributors should observe the following procedures in
preparing to subnnt their collectons for the Archive of Fotk Gultare.

DocuseNnTinG THE COULECTION
What to inchude:

Ao Letters A collection offered 1o the Library shonld be preceded by a
fetter summarizing it pue pose and contents, The teter shoudd deseribe:

1. The tvpe of donction vour wish to make (gift, loan, ete), as well as
amy other conditions vou wish noted or obsenved (dates by which
loaned recordings must e retrned o sou, for example).

- 2. Conditions that differ from the Center’s standard aceess and
duplication policies, if any (av explained on p. 9. abovey. These must
RN alwor be stated in writing.

A0 Wsouare the collector, a statement about voursell, vour involse-

maent in the collection, and vow interestin the subject avea it covers,
M IEvou are contributing a collection compiled by someone else, any
wlormation vou have about the collector and a deseription of vour
telationship with the collector and the collection,

o B, Potential Acquisition Data Sheet. The collection’s titde. ereator(s),
sponsoring institntions, dates, focations, and histors; purpose and goals

of the project publications or programs resulting from the project:
locationts) of additional copiess aud a brief summary of the contents of
the collection, Also requests technical information on formats and cquip-
. ment used, as wellas the guantits and condition of the material, A copy
i of this form has been indluded i the appendix to this brochure.

I the colicction resulted from a team efort, naimes of interviewers,
sound recordists, photographers, and videcraphers, it known, Include
also the names and addvesses of the petformersand interview subjects, so
that the Center or rescarchers can contact them for permuission to
duplicate or publish. whenever necessary, If vou are unable to inctude
these, et us knove how researchiers was contact the appropriate parties
for permission,

13 1 6
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C. Documentation materials. liems that may help to describe or list the
collection’s manuscripts, recordings, and graphic materials (such as
ficldnotes, recording and photo logs, performer biographies, release
torms, or other correspondence with performers and interviewees).
Include also articles, press releases, grant proposals or descriptions,
brochures, fliers, files on computer diskettes, and other related informa-
tion. I vou are donating an older collection on behalf of the original
collector, it is especially amportant for you to send all the information
vou have about the collection.

SuiprING COLLECTIONS

If vou are shipping a karge collection to the Center, take appropriate
precautions to protect the materials. lanclude a card with the address of the
Center and vour return address in the box. If the container is damaged
during shipment, this may prevent the collections from being lost. Use heavy
duty strapping tape to secure the boxes. Write the box number and the
number of boxes vou are sending on cach container (ie, “Box 1 of 2," “Box
2 of 27).




Linda Sudmalis works at a computer to arrange and inventory materials
from the Folklife Center’s Ethnic Heritage and Language Schools
Project Collection (AFC 1993/001). On and near her desk are boxes
of curriculum material collected by the project’s research team.

Arranging and Numbering
the Collection

Thearrangement of the collection gives itmeaning. A careful ordering of
materials, one that reflects the purpose, context, and progress of your
project, can facilitate duplicating and cataloging. The final arrangement of
a colleetion also helps rescarchers to locate information and appreciate itin
ternes of the collection project.




It is always best for the collector or someone well acquainted with the
collection 1o place itm order, If the coltection was made by someone other
than vourself (as with an older body of material), vou mav be one of the few
people who can determine a useful order.

Unorganized collections mustbe thoroughlvstudied and arvanged by the
archivist. Poorly arranged collections take nruch longer o process and this
delays their availabilite to rescarchiers. Please provide a logical, thoughtful
arrangement of vour materials before sending them to the Center, and make
vour arrangement clear by Labeling and numbering the materials, Again,
such organization may be requisite to the Librarv'saceepting vour collection.

A straightforward chronological arvangement is often useful. Other
possible systems include alphabeticabarrangement by participants or group-
ings by tvpe of cvent. You can use a combination of these optionsif that seerms
mostappropriate to the material. Forinstance, vou might arrange recordings
and photographs chronologically, but group administrative manuscripts by
subject category or tvpe (such as planning documents, correspondence,
publications, logs, ficldnotes, publicitn, ewe)). It vour collection includes
naaterials from more than one distinet project, arrange cach project’s
material separately, I more than one collecton participated in the project,
tark cach collector™s materials with his or her nanie.

Numiber the nierials using anr appropuicie ordering svsten leis ofien a
goodideatoaccompam achronologicalarrangement with asimple, sequen-

tial numbering svstem. Give cach set of media its own numbers. A simple
svstem fora collection consisting of slides and tapes includesranging items
chronologicallv. and then numbering the shides, “shide 1, shide 2, slide 3, and
the tapes, "tape Loape 20 tape 3.7 Use asoftlead pendl (no. 1y oranindelible
pen for marking on paper labels and boxes, For nnrking other formats, see
the instructions that follow,

Number manuseript file Tolders o1 boxes sequentalis: folder 1 folder 2,
ancd box T of b box 2 of 5, cte. I vou use a combination of letters and
nunbers, be sure the letters and numbers cannot be confused (for
example. avoid using a lower case tewer *L” which mav be mistaken for a
“ore.” or an upper case " which man be mistaken for a “zero™). Avoid
giving two itenns the same numberand, whenever possible, avoid giving "™
and "B" designations (suchas 2,340 08 1B, D). This can be conlusing and
lead o misnumbering or miscounting. Use a consistent numbering svstem
throughout.

Youmav need touse amore complex numbering sestem that more closels
suits vour own research or fickdwork needs. For instance, the American
Folktife Center Gshich emiplovs teams of ficldworkers who make recordings
and take photographs ac different tocations simultancoustv) uses a svstem
that includes: (1) the project’s identifving indtials; (2) the ficldworker's
witials: (3) an abbrevianon designating, the format of the material; 1) a
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sequential number (g LFP-DD-ROI2Z means Lowell Folklife Project,
fieldworker Doug DeNatale, Audiotape Reel 012).

Such systems are perfectly aceeptable, so long as they can be casily
understood. Please include an expianation of vour numbering system,
particularly il it is compleyx or idiosyncratic.

Former Federal Cylinder Project specialist Erika Brady duplicates a wax cylinder
recording from the machine to her left, using the tape recording machine to her right.

Instructions tor Arranging Specific Formats

AUDIO AND VIDEOTAPE RECORDINGS

Labcling audio andvideo cassettesand thetr boxeswith hasic information
about the recording is essential. Be sure o include technical information
about the equipment used to make the recording, the recording speed,
sound spedifications (such as sterco. mono. dolbv, ¢t and formai (beta
videotape. four-track stereo cassette, ete.). Recelto-reel tape boxes should be
Fabeled and vlength ofidentifving leader attached to cach tape if possible.
This helps in preserving as welbas identifving the reels, Label tapes and boxes
with the tape nuniber, date, place. informantand “or event. as appropriate.
For collectors, it is also o good idea to voice basic information onto the
heginning of cach recording in the ficld (date, place vour name. infor mant’'s
name, event orrecording sittation),

20




A wax cylinder recording of American Indian music made by Frances Densmore. Early
sound recordings require special handling and preservation.

The Center may require a different numbering system for audio and

video recordings than you use for your own reference. Collectors often use
only the date to identify tapes. But this may prove conflusing if vou make
more than one tape on that date. Using performers’ and interviewees names
alone may also prove confusing since the collector may go back and record
the same person ata later time. The Center usually duplicates recordings in
the order indicated by vour numbering scheme. Moreover, material on two
or more audio tapes in your collection may well be duplicated onto only one
ten-inch preservation reel for the Archive. If your original audio tapes are
copied to the Archive's preservation reel out of order, the contusion will be
perpetuated. For these reasons, it is important to mark the tapes so the
correct orderis clear. A simple sequential system usually works best.

Logging, or summarizing. the contents of your audio and video vecord-
mgs in a simple outline is highly recommended. This will help you to find
useful material for vour own research or production work. This log helps
Center archivistsinarranging and providing reference aids to the collection.
[t will also, ol conrse, prove invaluable to future researchers.

At the top of the tog sheet, tist the tape’s number, followed by date(s),
names of recordists, infornmants, and, it possible, audience members,
place(s), and event(s) documented (e.g., church supper, interview), For the
bady of the log sheet, list the contents of the recording: sumnarize subjects
discussed or eventsdocumented, list titles of songs or stories, and provide any

el




Color slides numbered and keyed to a phote log sheet for
identification. These are housed in slide sleeves, ar-
ranged in slide pages, placed in acid-free envelopes, and
then in boxes. The boxes are stored in numerical order
in a cool, dry environment.

other information that may help deseribe the recordings, List this informa-
tion in the order tn which it was recorded on the tape. I you can, note the
timing of cach segment or section. Please indicate the beginning of cach side
of andio tape. If one side of an audio recording is blank or unplayable,
include this information on the log.

When possible, include tanslations or glosses of any foreign-language
material (song titles, folklore genres, subject matter, event names), Transla-
tions of whole texts are welcome but not required. Double-check to be sure
the information on the tape log matches the information on the tape and/
or tape box (especially the tape number), It is not necessarv to make full




Four-by-five black-and-white negatives housed in polypropylene negative pages and
arranged in a binder. When handling slides, negatives, and other fragile material use
white cotton gloves to protect items from {ingerprints.

transcriptions: however, if vou do have ranseripts, please include them with
the collection.

If vou write vour logs on computer diskettes, please send us both
printed and diskette copies. The Library can convert from various lormats,
but we prefer DOS files inascii it available. See the section on computer
diskettes below.

Storing and shipping recordings: Hvou plan to store the recordings for
an extended tise before sending them to the Librany, place them in clean,
labeled boxes Store tapesuprightina dean wea thatisneither oo warm nor
too humid.

Stoving recordings in damp basements or hot atties causes irreversible
damage. Moldy tapesare often impossible to salvage and the mokd spores they
oy min endanger other cotlection materials. A hot storage place causes
tapes to warp, the magnetic co ting to flake oftsand the magnetic informa-
tion to bleed and blur, eventalhy rendering the recording unplavable. The
Centerwillnotacceptmolds or heat-damaged recordings unless they possess
immense historical or caltural vatue and the Libran s Recording Laboraton
is able to clean and preserve them.

)

23




Shelve audio and video tape ina cooll div envirvonment. A rule of thumb
is thatif vouare comfortable, vour tapes are comfortable. Avoid storing tapes
near magnetic Helds generated by electronic devices such as motors, tele-
phones, or magnets.

When mailing openqreel recordings itis a good idea to tape the il end
of the tape to the outside ot the reel. This keeps the tape from unraveling
during shipment, Do not wpe the tails down for storage, however, since this
will prevent the epe from expanding and contracting with temperanue
changes,

Place the coliection inappropriately sized boxes. Boxes should be sturdy
and small enough o hit easily, Tapes are heavy and may shift during
shipment Ithevare packed loosely orin too big or too [ragile a box. thevwill
destrov the box. Fill empty spaces with soft packing material to prevent the
tapes from shifting.

ARCHAIC RECORDING FORMATS (E.G.. DISC, CYLINDER, WIRE, PAPER IAPE)

Itis especiallh important o dociment collections containing older for-
mats. The Library attempts 1o make preservation tape copies of recorded
material in fragile or archaic formats as soon as possible after they are
received. Before the recordings are copied, however, they inust be identified
and placed in order. Unlike modern tapes, old vecordings should not be

played before they are duplicated, as cach plsing dinunishes the qualine of
the recording. Therefore, ifvou do notarrange and identify the recordings,
they may be copied in the wrong order. i vou are able to arrange the
recordings in chronological or some other order, please do so.

Closely examine dise sleeves and labels, evlinder boxes, wire spool boxes,
and paper or acetate tape boxes for information about the recordings. You
may find dates notescand - orinitiaks scratched orweitten i these places, Yon
or someone clse connected with the collection may be able to read and
explain such notations, For example. vou mav know that the leters “CM”
scratched on a dise means that the recording was made with a carbon
microphone, while the archivist might not be able o determine such
information. I yoware unaware of the contents of the recordings, however,
donotplay themvin order to provide identification. Plaving older recordings
mav endanger them and duplicating them in the wrong order is preferable
o damaging them irceparably.

Contact Center persounel for advice about placing numbers on old
recordings, In some cases, a penciled number in an imconspicuous phlice is
bests in others, a masking tape number applied to the 1ecording’s hox or
steeve will suffice,

Oldrecordings are fragile. Spedial care must be taken in preparing them
for shipping, and cach different wpe of recording has its own needs. If vou
have anvy questions, contaet the Center for advice on packing and shipping,
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MANUSCRIPTS

The Center accepts written, typed, or ephemeral collections relevant to
the field of folkiife, as well as manuscript documentation of multi-format
collections, When donating manuscript materials that document collections,
inctude fieldnotes, fliers, published references to your collection, work you
have written about the collection (published or unpublished), legible lecture
notes, press releases, correspondence with informants (including envelopes
containing names and addresses), letters of permission, and inventories. If
vou wish, vou may donate good-quality copies of these materials rather than
originals. Please send us diskette and printed copies of any manuscripts you
have in computer files (see the section on computer diskettes below). Weed
out multiple copies of manuscript material, leaving no more than two copies
of items. Extrancous material that is not part of the collection should also be
removed.

Put the manuscript materials in order: by page number, in the case ofa
long text; by date, in the case of correspondence, {or example.

Provide a general list of the manuscript materials. Indicate if any of the
materialis copyrighted (for example, articles or theses). If possible, transtate
titles of forcign-language material. Number the pages of unpublished
written materiafs such as tape logs, ficldnotes, and theses. Logs and
ficldnotes should include the number(s) of their corresponding recordings
and/or photographs.

Older manuscripts must be handled with care as they may be fragile. Do
not fasten them together with paper clips, attempt to repair them with tape,
or put rubber bands around them. If vou plan to store them for an extended
time, put them in acidHree folders and/or boxes.

PHOTOGRAPHS

Arrange, number, and label the items, as described above. The Center
recommends soft (no. 1) Jead pencils for numbering both photographs and
the envelopes housing photographs, since inks and solvents in inks can
migrate and damage the images.

Logging: Log your visual images. At the top of cach photo log shect,
include a heading that fists the voll number, page number, or range of item
numbers, followed by the photographer’s name, inclusive date (s), place(s),
and event(s) documented (e.g., church supper, interview). Next, briefly
describe the images. Listimage numbers, followed by names of subjects, and,
i not noted before, the specific date, place, and event photographed.
Double-check to be sure the information on the photo log matches the
information on the items themselves (especially the numbers) . Again, if
vou write these logs on a computer, please include both printed and diskette
copies with the materials vou send.
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Storing: If vou plan to store the photographs for a time before placing
themiu the Archive, house and store negatives and prints separately. Remove
negatives and prints from the glassine sleeves provided by photographic
- developing companies; these are too acidic. Place negatives, prints, and slides
' in uncoated polvethvlene, polypropylene, polvester, or acid-free paper fold-
ers or steeves. Store prints in tlat, acid-neutral boxes. Negatives should be
stored in special sleeves and placed in binders. Or vou may place them in
upright boxes, so that they stand on edge. Metal filing cabinets are accept-
able, but wooden ones are not. The storage environment should be cool,
dust-free, and neither too humid nor too dry. Here are some additional tips
on working with specitic visual tormats.

v

These black-and-white prints ar stored in acid-free envelopes and boxes, numbered,
and cataloged in a database for identification and retrieval.

Prints: | abel the back of cach photo using a softlead pencil (no. 1), Be
sure Lo place the face of the photo ona clean, hard surface when writing
on the back. Inchude names of subjects nd the photographer. place,
aventdocumented, and date, Hoihe ptintis too simatl on fragile to hold all
this information, avange the photos carefully and describe cach photo
(ong with its number) ou a sheet of paper. Or vou may enclose each
photo in aseparate, labeled envelope (first, write on the covelope: then,
misert the photo).
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Slides: Hf vorare contributing onlyva few slides, nunmber cachoslide onvits
paper mounting frame. I vou are donating imany rolls of slides, number
cach box. You mav also want to mark the boxes with a general description
of the subject matter. An alternative to munmbering boxes of slides is to
place the shides incslide pages, which are availuble at most photographic
shops, We recommend rigid slide pages or uncoated pobethvlene or
pohpropviene for sate storage. In this case, number cach page of slides.
rather than cach roll.

Notice that mostslides processed by commerciat companies have the
date and stide number printed on the mounting frame. Youmav use these
dates o help vou place the rolls i chronological order.

Use the stide number it vou need to refer to an individual item ina box
o1 page of shides (e.g., Stide mumber 10 of box munber 3 was published
in the December 1988 issue of the Journal of American Folklore,” or "Slide 15
o she page number 20 shows the collector with her recording equip-
ment’).

Negatives: Fach roll of negatives should be numbered on the negative
emvelope orsleeve and the corresponding number written on the back of
the prints o1 contact sheet. Soft pencil is best for marking envelopes and
prints. Number emelopes before placing a negative inside o avoid
damaging the photograph.

Notice that there ave item mumbers printed under cach image on the
negate filme These numbers mav be used if vou need to vefer to an
adividual image (e "Negative number 12 in roll number 26is the best
image of a dancer in traditional costume ™).

Include prints of the negatives vou donate. For black-aind-white nega-
mes, d contact sheet man suffice.

Frinm

A\nange. number. and label the items in the manner deseribed in the
sections above. Log fitms for casy aceess to contents, Provide technical
imformation about the images and sound. inchuding the tvpe and format of
cquipment used. Remember that the most common equipment nsed todas
mas become obsolete ina few vears, so give atl the technical information vou
can about the format.

I the film was made before 1930, s ou shondd check with a professional to

determine whether i is cellulose nitrate. Cellulose nitrate film requiires
special care,since itis unstable and extremely lammabie.

Store Gilm in a cool, nonhumid civironment. Reels should be housed in
containers. Shiehve film reels flat,




COMPUTER DISKETTES

Like audio tapes, compater diskettes are magnetic recordings. Read the
advice for donating sound recordings tor information on arrangement,
numbering, and labeling. Be sure to take special precautions when labeling
diskettes. You mav wish to consult the manulacturer’s instructions (5 1/4
inch Hoppy disks, for example, should not be wririen on except with a soft-
tipped marking pen).

A printed list of the files included on each diskette should accompany
cach one. Besure to include information about the brand ot computer used,
software used, and the operating svstem of the computer the diskette was
ntade on (CPMLDOS, 0872, Macintosh, Unix, eto). if the disk tvpe is not
printed on the diskette. include this information as well (double-sided
double-density single-sided doubie-density, double-sided high-density, ete)).
Compuier software and hardware change rapidly. It may be impossible to
retrieve information trom vour diskettes without such technicat deseriptions.
H vou are sending word processed files in DOS and are able to convert vour
files to ascii, please include both a word-processed and ascii version of each
file on the diskettes, Ascii is the casiest format to retrieve and use.

Include paper print-outs of the data on the diskettes whenever possible.
H the collection is extremely large (as with a diskette version of a book or
dissertation draft), vou might just print the tables of contents, indexes,
introductory materials, and/or title pages. Paper copies of these materials

will make processing the colleciion casier and make introductory informa-
tion readily avaitable to interested readers.

Diskettes mustbe protected from dustand possible sources of magnetisin,
Do not allow metal paper clips to comie in contact with the diskettes. Never
place them near telephones, seissors, speakers, or kitchen magnets. Do not
put ribber bandsaround groups of diskettes to keep them together. You may
wish o use approprrate diskette boxesto organize and store the disketies. An
inexpensive alternative is an appropriately sized plastic bag. Use boxes,
diskette mailers. or padded nailing bags to mail the items to the Center,
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Appendixes

POTENTIAL ACQUISITIONS DATA SHEET

1. Lender, donor, or other source

2. Address, phone number

3. Type of acquisition

4. Material or equipment supplicd by Library of Congress?

5. Quantity and format, including duration

). Physical quality

7. Collector(s)

8. Sponsor(s)

9. Fquipment

10, Nawre of project and veason for collection

11. Deseription of contents (who, what, where, when), including sound
Gualityz

12, Organization of collection, including nature of identilication, labeling,
and srrangement

13, Nature of accompanving documentation

1+, Date of avaitability (and, for loaned material, veturn)

15, Material or monetary requirements of donor, lender, or other source
16, Type of access or restriction (if any)

17, Availability of addresses of performers and other interested parties

IR Location and nature of other copies (present or future) save any of these
of permanent archival quatiny

19, Publications based on collection (historical, carrent, or future)

20. Nature of materials enclosed or otherwise examined by staft

21. Other remarks, including unusual or outstanding characteristics

292. Place of examination or interview

23. Date

2-1. Folkhife Center staff member




FIEL.DWORK SAMPLE DATA SHEKT
Number

Corresponding to: Tape No. Photo No.
Video No. Other

Collector:

Circumstances of interview

Name of informant:
Address:

7ip

Others present at interview (names and addresses)

Place and date of birth:

Family information:

Size of familv (names and ages):

Ethnic heritage (mother’s and father’s):

Generation of informant:
(Date of informant’s, parents’, or grandparents’ immigration.)

Circumstances of immigration: (reasons)

Q

ERIC

PAFullToxt Provided by ERIC




Activities in native country:

Migrational experience and tavel (U.S.AL and elsewhere):

Education, apprenticeship, and training experience:

Occupational experience:

Church or religious affiliation:

Membership in organizations (civie, social, ¢te.)

Special interests, skills, and hobbics:

Important events during life (civie and personaly:

Folklore and traditional materials in informant’s repertoire (use additional
page). Briel description ot gemie or tvpe of performance):

Informant’s commentary on performance:

When does he orshe perform itz

Timecand drcumstance

How o when, where, and from whom did he o1 she learn iz

Additonal observations by fieldworker (character of infornant, contact
with mass media and modern world, personal opinions and 1cactions that
resudted from or influenced the interview):
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AUDIO TAPE 1.OG

COLLECTOR TAPENO.

TAPE TITLE (INFORMANT OR EVENT)

CORRESPONDING DATA SHEET NO.

PHOTO LOG NO. ) VIDEO LOG NO.

FIFLDNOTES (DATESOROTHERRETRIEVAL NO)
CASSETTE___RLEFL-TO-REEL___REEIL SIZE___CASSETTE SIZE (in

minutes)__ MONO___STEREO____
SPEED: 71,72 3371 17/8 15716 SIDES/TRACKS

INTERVIFW DATE TIME
PLACLE OF INTERVIEW(S)

SETTING AND CIRCUMSTANCE

FOLKLORE RECORDED

ADDITIONAL NOTES

TOPIC SUMMARY

TIME OR METER TOPIC 7~ INFORMANT
READING
(OPTIONAL)




VIDEO TAPE 1.OG

COLLECTOR TAPE NO.

TAPE TITLE (INFORMANT OR EVENT)

CORRESPONDING DATA SHELET NO.
PHOTO LOG NO. AUDIO LOG NO.

FIELDNOTES (DATES OR OTHER RETRIEVAL NO.)

FORMAT

INTERVIEW DATE TIME

PLACE OF INTERVIEW(S)

SETTING AND CIRCUMSTANCE

FOLKIL.ORE RECORDED

ADDITIONAL NOTES

TOPIC SUMMARY

TIME OR METER TOPIC 7 INFORMANT
READING
(OPTIONAL)




PHOTO LOG

COLLECTOR FORMAT
CORRESPONDING DATA SHEET NO.
TAPE LOG NO. VIDEG LOG NO.

FIELDNOTES (DATES OR OTHER RETRIEVAL NQO.)
INTERVIEW /VISIT DATE TIME.

LOCATIONS
SETTING AND CIRCUMSTANCE

TOPIC ANALYSIS

FRAME NUMBERS SUBJECT

#U S GOVERNMENT PRINTING OFFICE 1995-0-384-682

31 34







